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16 N0V 1972

HEHORANDUM FUK. Speclial Assiztant for Information dontrol

SusdECT ¢ Basic Records Nanagement System

1. ‘ihe Support virectorate's commeants conderalny the pro-
posed hecords dapagement Systes arz as follows:

a&. Lhange paragrajgh da to read: Reports Administra-

tion - The analysis, laprovement, and contrel of adwiais-
trative roporting.

b. Change paragraya 2¢ te read: Recurds #alintenance -
The establishment of standard procedurss, systems, eguipsent
and supplies for record-keeping in offices.

€. Change paragra;u Ze to read: Regords blsposition -
Tae economlcal and systouatic disposition of Agency records
including their presorvation, retention, transfer, protec-
tion, aand ¢isposal according te approved schedules,

d, Lnange paragrapn 2f to read: Vital Records Admin-
istration - The timely selection of vital records and their
prompt trausfer to and securs maintenance in a designated
Agency ropusitory. Vital recovds are records wiich are
essentisl to the contismued operation of the Agency in an
emergency {including anatural catastrophes, fire, riot,
civilian bombing, ete.) and which, 1f destroyed, would coan-
stitute a serious or irrsplaceable loss.

8. Lhange paragragh 2§ to read: Arcaival Records -
ddentification and prescivation of these key documents and
files wulch are for persanent inclusion in the Ageucy
Arcuives.

£f.  Ia parvagrapn 2 add sub-paragraph i to read:
Classification and seclassification - A systematic agproach

to insure that records are properly classified and declassi-

fied.
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§. Cinange paragraph 3b to rvead: Uevelop Records
aetention Flans for tae reservation of rocords dealing
with organizations, thelr functions, policies, procedures,
aud decisions.

h. Change pavagrapa 3¢ to read: ¥ital Records will
be identified in vital fucords Contrel Schedules, deposited
inn the Vital Records Repusitory, and saiotained ia a current
status.

. In paragrapgh 3o caange the phrase “racords of
persanent value® to “recurds of continuing value'’.

§« In paragraph 3 add a sub-pavegrapa h Lo Teni
Records will be maintainod te protect the legal and finan-
cial rights of the Agency, lts employees, ami those persons
direcily affectod uy Agency activities.

k. Change paragraga 4a(l) to vead: (1) Tae poard
will support the Ageacy Information keview womaities in
compliance with kxecutlve Order 11631,

i, Change paragrars 44(2) to read: Review pid BPPTOVE
records coutrol scaeoulecs, vital roecords schedules, and
recornds rotentien plans in accordance with Agency regulrg-
BEGLS.

m. chenge paragragh 44(5) to read: Roview aml spprove
roquests for wquipment including vaults, secure areas, records
stoTage equipment, and sapplies to insure compliznce with
wanagesent reyulresments,

n. Add sub-paragrapi (8) under paragragh 4 to rodd:
Prepare a newsletter on a periodic basis including any pew
wwcnnique or information wikch would assist decords anage-
mont Gfficers.

2. As a general comment, this paper Is explicit om records
management but we aay Find it desirable to expand upon tac integration
of archives, alstery, ané classification elements of a total systew --
as is twplies in the [xecutive virector's 26 May 1972 BmEROTAnduS,

STATINTL
Bxecutive OLL1CEY Lo Thl
beputy Director for Sujport
ILLEGIB
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